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DMIS Tools Course
Non-Weather Emergency Messages

For local authorities approved to use the NOAA 
HAZCollect System
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Operator Profiles 
(Add a New Operator)

1. Select Operator Profile from Administration menu.

2. Click New button or select New from File menu.

3. Enter name, address of operator in appropriate fields.

4. Assign Operator ID per strong password guidelines.

5. Enter contact information via Add button; use drop down 
menu for Type and Value (number).

6. Assign privileges to the operator. 

7. To allow access to sensitive data, select Sensitive Data 
Access for TIE.

8. To make COG POC, select Display as Point of Contact; 
may have multiple POCs.

9. To activate, select Operator Activated checkbox.

10. Select Save from File menu, or click Save button.

11. To close, select Exit from File menu or click Close
button.
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To assign a role to an operator:

1. Make sure correct operator is selected in list of operators in left 

pane.

2. Select radio button that corresponds to appropriate role for 

application.

3. Select  radio button corresponds to appropriate role for sub-

application (if available). Roles/Privileges list is a hierarchy. You 

must assign role to higher application level before selecting 

roles at sub-application level.

Operator Profiles
(Assigning Roles and Privileges)



5

To view an NWEM, you need to first access the Alerts List

Viewing an NWEM

NOTE: There is no indicator in the Alerts List that differentiates a NWEM from 

a DMIS CAP Alert.
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The CAP Alert List
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Creating A New NWEM

 To create a 
new NWEM:

 Select File ►

New 
NWEM, or 

 Click the 
New NWEM
button.
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Creating a New NWEM
Alert Tab/Screen 
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Creating a New NWEM
Alert Detail/Additional NWEM Information

Alert Details are required for NWEMs and deliver the essential information about 
the emergency.  The Headline, Description and Instruction fields 

comprise the actual message that will be broadcast through HAZCollect.
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Creating a New NWEM
Alert Detail/Additional NWEM Information 

(cont.)

1.  Click on Event (required) to select the type of NWEM 
that will be generated.

After selecting the Event Type, you may choose 

to click on the Information button to see a 

detailed description of the Event Type
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Creating a New NWEM
Alert Detail/Additional NWEM Information 

(cont.)

2. Enter text in Headline field

3. Enter text in Description

field and

4. Instruction field

Remember:

A. This will be broadcast to the 

public; be certain this is what 

you want to say, and

B. Description and Instruction

fields may only contain 

letters, numbers, + (plus 

sign), - (minus sign), period, 

or . . . (ellipsis).  No commas, 

colons, or semi-colons!

C. Copy / paste may only be 

done from Notepad
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Creating a New NWEM
Checking Spelling
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Creating a New NWEM
Additional Fields
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Creating a New NWEM
Areas Tab

11. To populate the required 
Areas information, select 
the Areas tab on the 
Additional NWEM 
Information screen.

12. Select the ellipsis to define 
the desired distribution 
areas
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Creating a New NWEM
Selecting Broadcast Areas

13. Click on the “lollypop” to open the tree to 
geographic areas that will potentially 
receive the message.

14. Click on the checkbox by the locations to 
select areas to receive the NWEM.

15. Click OK to return to the Additional 
NWEM Information window and retain 
the desired areas.  

16. Table in Areas tab will update list of the 
selected area(s) including the county and 
unique numeric geographic identifier.
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Saving a New NWEM

 To save NWEM, click Save button or select File ►Save. 
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Saving a Copy of an NWEM

 A saved message can be copied as 
another NWEM. 

 From an open NWEM select File ► Save 
Copy from the main menu or select the 
Save Copy icon below the main menu.

 The Enter Name form appears.

 Enter new name of the new NWEM and 
click OK. 

 The new NWEM is created and the 
NWEM Alert window is opened.  Note a 
new Name and Identifier number.

 Select Save to save new NWEM.
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Editing an NWEM

 Navigate to Alerts List to select and edit a desired NWEM. 

 Select File ► Open, click Open, or click on the ellipsis at the right 

side of the list screen.

 If you are in View rather than Edit mode, select Actions ► Edit or 

click the Edit Data button and update fields as necessary.
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Posting an NWEM

 From Alerts List or an Open 

NWEM click File ► Post

or click the Post button. 

The NWEM Public 
Broadcast Confirm-
ation screen opens 
so the actual 
content of the 
message may be 
reviewed.
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Posting an NWEM (cont.)

• To continue posting NWEM click 

on check-box. To modify 

message click Cancel to return 

to NWEM.

• Placing a check in confirmation 

check-box enables Broadcast

button.  Click Broadcast button 

to send message to HAZCollect.

• Click OK in Message screen to 

confirm NWEM has been posted 

for broadcast to public and other 

COGs if they were selected.
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Posting an NWEM (cont.)

• After NWEM is sent to 

HAZCollect, Post 

Alert screen displays.

• To Identify COGs that 

receive the NWEM 

click COG Name. 

• To post NWEM to 

multiple COGs, hold 

down CTRL key to 

select other COGs.

• Click OK button to 

post NWEM.

• Posting screen 

opens. 
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Posting an NWEM (cont.)

• Click OK button to post item. If 

Cancel button is selected, post 

will be cancelled.

• DMI-Services system will show 

a message stating NWEM has 

been Posted.
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Creating an Update NWEM

1. In Alerts List, double click on  

POSTED VERSION of unexpired

message.  Message opens.

2. Select File ► Update.  Enter Name

screen displays.

3. Enter name of updated NWEM and 

click OK.

4. New message identifier is added; 

old id moved to Reference ID(s). 

5. NWEM Update screen  opens; edit  

editable fields as necessary.

6. Additional NWEM Information –

Update screen opens with ellipsis 

button.  Update editable fields . 
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Creating a Correction NWEM

Submit correction message if previous NWEM 

had significant incorrect information in 

Headline or Description field.  All other data 

fields are un-editable.  To send a Correction 

NWEM:

1. Navigate to Alerts List; double click on  

Posted, unexpired version of message.

2. Message displays; pick File ►Correction.

3. Enter Name screen appears, enter name 

of Correction message; click OK.

4.NWEM Correction screen displays; no 

fields are editable. Double- click on event 

listed in Alert Detail field.  Additional NWEM 

Information – CORRECTION screen opens.

5. Revise Headline and Description field; 

click OK; Save; and Post Correction NWEM.
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DMIS Assistance

Help Desk
For system issues, contact the Help Desk:

Phone: (888) 333-9473
Email: sdcemoc@dhs.gov

The Help Desk is fully staffed 24/7.

DMIS Tools Support
For user assistance with COG registration and general 
questions, please email DMIS@eyestreet.com.

mailto:sdcemoc@dhs.gov
mailto:DMIS@eyestreet.com
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DMIS Tools Course 
Conclusion

Questions?

Tom Ferrentino

Outreach and Training

Tom.Ferrentino@eyestreet.com

(716) 913-4453

mailto:Tom.Ferrentino@eyestreet.com






Instruction:

TO PROTECT YOURSELF FROM potential harmful effects of hazard ... 
THE FOLLOWING ACTIONS ARE ADVISED or RECOMMENDED or 
URGED or ORDERED.

1. DO protective action 1
2. DO protective action 2
3. DO NOT negative instruction

DO NOT CALL THE WEATHER SERVICE. DO NOT CALL 9 1 1 UNLESS 
YOU HAVE AN ACTUAL PERSONAL EMERGENCY. FOR FURTHER 
INFORMATION … TUNE TO LOCAL RADIO or alternate info source.







Instruction:

TO PROTECT YOURSELF FROM POTENTIAL HARMFUL EFFECTS ... 
THE FOLLOWING ACTIONS ARE STRONGLY URGED.

1. SEEK A PROTECTED INDOOR LOCATION
2. CLOSE DOORS AND WINDOWS AND TURN OFF AIR 
CONDITIONING 
3. DO NOT LEAVE TO PICK UP YOUR CHILDREN AT SCHOOL.

DO NOT CALL 9 1 1 UNLESS YOU HAVE AN ACTUAL PERSONAL 
EMERGENCY. FOR FURTHER INFORMATION … TUNE TO LOCAL 
RADIO or alternate info source.






